
DISPOSE OF PRESENT A C C U M U L A T I O N ;  

__1-11_ .~ ~ 

t i s  t h e  func t ion  of t h e  o f f i c e  i n  which t h i s  r eco rd  series is creat.wl? 

The Staff Servfces Division is responsible for personnel administration 
including recruitment and disengagement of personnel and maintenance of 

for funds, receiving and disbursing funds and budgeting for  funds. 
Division is further responsible for the procurement of supplies and equip- a - b  
ment, their issuance and maintenance. 
for planning and providing support to these operations including procedures - - &  

writing, forms design, records management and reproduction services. 

I personnel records. The division is further responsible for accounting 
1 ' I The:' 

The division is further responsible- I * 
- - 

~ ~ ~- ~~ 
~ ~ ~~ -~- v_ 

1 This f i l e  con ta ins  the f o l l o w i n g x u m e n t s :  ( i nc lude  numbers a n d x s  , if any, 
and f i l e  arrangement ) . 

I 

Documents relate t o  r e q u e s t  f o r  t ires and tubes  from pos t  t o  DPS a l s o  d e s c r i p t i o n  of 
used t ires t o  be turned i n .  ( T i r e  inventory  is  made form t h i s  d a t a )  
Consi.st of T i r e .  and Tube, . L  Requ i s i t i on  ._ (Fo.rm DPS-19) 
F i l e  chronologica l .  



4 .  COPY r 
1 4 .  Is the re  a dupl ica t ion  of t h i s ' s e r i e s  i n  another o f f i c e  o r  agency? 

1 5 .  Is the  information contained $n t h i s  s e r i e s  ever  s w a r i z e d  or :published? 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency po l i c i e s  and procedures? 

18. Could t h e  funct ion be performed i f  t h e  f i les were lo s t  o r  destroyed? 

19. Is t h e  series ( o r  major port ion of it) regular ly  microfilmed? If yes, why? 

20. Does t h e  record ser ies iprovide  da ta  as input  t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  

22. Has t h e  Federal Governinent issued ins t ruc t ions  goverping t h e  retent ion/dispo-  
s i t i o n  of these  f i l e s ?  . .. 

.. 

, Treasury Off ice  Post; * 

Attach copy of summary o r  publ icat ion.  T i r e  Inventory Book - ' . . 

. .  
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23. W i l l  t h e r e  be a need f o r  these  records 10, 1 5 y e a r s  from now? If yes ,  what? [ 1 [ X I  --_ --- ----I_ .c1 __ 
211. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept 1 years  : 

b L  

a .  []STATE b. [ ]STATUTE OF c. [*AUDIT d .  [ IF'EDERAL e.$]ADMINISTRATIVE f .  [ ]HISTORICAL 
~ LAW LIMIT AT1 ON PERIOD L A W  D E C I S I O N  VALUE 

( C i t e  L m ,  S t a t u t e ,  or o t k e r  reason for  the  r e t e n t i o n  requirement) 7 

__-__ -___ ~- L _ ~  - - __ _____T_-__ 

25.  AGENCY RECOMENDATIONS.  This agency recommends t h a t  the  f i l e  s e r i e s  be cut  of f  at the  end 
of each -[]CALENDAR YEAR -$]FISCAL YEAR -[]OTHER - ,then : 

[ ] Hold i n  t h e  current  f i l e s  a rea  ' ' month(s)/ y e a r ( s ) :  
[ . ]  Transfer  t o  [ ] S t a t e  Records Center , [  ] Local Holding Area; hold year (s ) :  
[ 3 Destroy. 
[ 3 Transfer  t o  S t a t e  Archives f o r  permanent re ten t ion .  
[ 3 Destroy immediately after cut-off. 
[ X I  Other: (Specify)  See at tached sheet  addressing separa te  f i l e s  of t h i s  s e r i e s .  

(Indicate briefly ra t iona  Ze for recononendations above/or write add i t iona l  remarks) : 

DATE 



.. 

f I 

i 
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1 

Georgia Department of Publlc Safety Treasurer'. Office Copy 

Cut off each f i s c a l  year: hold in current f i les area 
1 year or u n t i l  state r u d l t  ha8 bean c ~ l e t c d ,  whichever 
l a  later; then destroy. 

t 
Gtergia Department of Public Safety Garage Copy 

Cut off  each f i s c a l  year; hold In current f i l e s  area 
1 year  or u n t i l  state aud i t  har been cmpleted,  whichever 
i s  later; then destroy. 

Georgia Department of Public Safety Post Copy 

Cut off each f i e e a l  pear; hold in current f i les area 1 year 
or unt i l  i tate aud i t  has been caetpleted, whichever is later; 
then destroy 

Did Garage Superwleor (Signature) 


